
RESOLUTION NO. 98-1 7 

A RESOLUTION OF THE LODI CITY COUNCIL 
APPROVING THE CLASS SPECIFICATION AND 

SALARY RANGE FOR SENIOR HUMAN RESOURCES 
ANALYST 

____ 

RESOLVED, that the Lodi City Council does hereby approve the class 
specification for the Senior Human Resources Analyst, as shown on Exhibit A, attached 
hereto; and 

FURTHER RESOLVED, the Council hereby approves the salary range as 
follows: 

S T E P  

$ 3,636.34 $ 3,818.16 $ 4,009.07 $ 4,209.52 $4,420.00 

Dated: January 21, 1998 

I hereby certify that Resolution No. 98-17 was passed and adopted by the City 
Council of the City of Lodi in a regular meeting held January 21, 1998 by the following 
vote: 

AYES: Council Members - Land, Mann, Pennino, Warner and Sieglock 
(Mayor) 

NOES: Council Members - None 

ABSENT: Council Members - None 

ABSTATN: Council Members - None 

ALICE M. REIMCHE 
City Clerk 

98-17 



I .  

CITY OF LODI January 2 1, 1998 

DEFINITION: 

Under senera1 direction, perfoms complex nmagement, admirismrive m d  professional work in 
a variety of areas of human resources, including recruitment and sdzcrion, classification a d  
compensation, affirmative aciion, trainins, employee relarions, or oiher desigated h c r i o n ;  
provides professional assistance to City manqement staff in persomel and related matters; and 
performs reIated work as assigned. 

DISTNGUISHIKG CEL4.R-4CTERISTICS: 

This is the advzxed  journey IeveI classification in the professional h u m  resources series. .b 
incumbent mmages or administers human resources p r o p r n s ;  per foms complex organizationai 
and administmive studies and may suprn-ise or  direci work of others. Tfus cixz is 
distinguished from the Humm Resources .halyst  LI position, iii that the latter works less 
independenily or on less complcx a s i g i i m i s  m d  n a y  have only limited responsibilities. 

EXAi"LES OF DUTIES: 

Duties may i n c l d e ,  bu1 are noi limited to ihe following: 

D ~ s i g s  and imp!exents r e c m h n e n i  ~ T O ~ T L , S  io obtain quz!ified cmdidates, especially 
targeted g o u p s .  

Designs, administers m d  validates selecrion piocedures, includi-p, but not limited to, applicaiion 
reviews, lintten and peribr;nmce itsts, intenjzws zqd vsessment centers; insures 
compliance with federal and stzte employrnent replations. 

Conducts orgmizaiional and classificztion studies, job audits, 2nd przpxes new or updates job 
analysis documents and c l v s  spzcific2~ions. 

Collects compensation and benefit data md prepxes 2,mlyses 2nd reports; provides 
compensation benefits and other infom2tion to other zgzncks. 

De~.elops ;s?d implernzrits programs ar.a p ~ l i c i z s  io accomplijh eC~:21 emplo,ment oppompity 
and affimziive action goals and oSjtcrit.es. 

..'issis:s in the employee relations hr,ciion b y  iesez-ching i n h m a : i o n  for g e v a n c e  resolution 
m d  1 2 b G r  ncgotiaiions; participaes in !zbor negoiiztio?s a i d  orh t r  enployer-employee 
relat i o z s i s ues . 

Del:elops and coordimtzs crnploye.e dei~z.lo?r?.er?t effor~s and C!:y !:;id-. training zctivities. 



E X % P L E S  OF DUTIES (continued): 

Provides technical support to, confers with, m d  interprets policies, procedures md regfations to 
City management and supervisory staff, representatives of employee organizations and 
employees; provides information to the public regardins City policies and procedures. 

Conducts varied analytical studies; prepares reports, correspondence and a vaiety of written 
materials. 

Monitors developments in the human resources field, evaluates tcheir impact on City activities, 
and recommends policy and procedural improvements. 

Assists in the development and implsmeniation of goals, objectives, policies, and procedures; 
assists in administering the depzrtment's budget. 

Assists in the investigaiion of grievances and complaints; prepares findings md recommends 
resolution of same. 

MIbXWJ?d OUALTFICATIONS : 

f iowledze o f  

Principles, practices and tzchiqucs of public personnel administrztion, including recruitment, 
selection, job malysis, classification and compensation plan adminismiion. 
Affirmative action principles and practices. 
.r\dministrztive principles m d  methods, including goal settin:, p i o g m  md budget development 
2nd implementation and employee supervision. 
Principles m d  praciices of lzboi rzlations including effective negoiiation techniques. 
Applicable siare m d  federal laws a d  replaiions. 
Standard office practices a d  procedures, including basic business data processing applications. 
3asic supervisory principles m d  practices. 
Applicable computer s o h u e  progams. 

Abilitv to: 

Analyze complex tec'mical problsns ,  evaluate alternztivcs and m&e sound independent 
jud,ments wiihin general policy guidelines. 
D t s i q  effecrive rzcruitmeni p r o g a n s  io obiain qu2Iified cmEid21~s. 
Det-clop valid and effzctive selection procedures 
Conduct c l~s i f ica t ion ,  compznsaIion and orgmizational analyses md studies. 
Develop a i d  implement efkctit.5 equzl employment oppommiry 2nd a h n a t i v e  action 
p TO S ~ T L  S . 
PreFare c lcu ,  concise 2nd competent reports, correspondence m d  o:h.er itntten rnzterials. 
P l n i i i n g ,  directizg 2.nd reviswin2 t h s  i+,ork of others on a projsci basis. 
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ihlINMUb1 OUALIFICATIONS (continued): 

Abilitv to (continued): 

Establish and maintain effective relationships with those contacted in the course of the work. 
Operate computers and peripheral equipment with pioficiency. 

EDUCATION -AND EiXPERIENCE: 

h y  c.ombination equivalent to education and experience that would likely provide the required 
howledges  a id  abilities would be qualifying. A typical combination is: 

Educztion: 

Equivalent to a Bachelor’s dcgee from an accredired college or university with mzjor course 
work in businzss or public administration, indusn-kl relations, huiim resources management, or 
a closely related fieid. 

Three years of increasingly responsible public h ~ n a n  rzsourcs experience in a geneialist 
capacity w h c h  has includcd rzrponsibilities in more than one of ihe itsponsibility xeas outlined 
ebove. Additional professionzl-level experience G oullincd zbovt  may be substimed for lne 
college educarion on 2 year-for-yea b s i s  to a maximum oitw;o y e m .  

LICENSES ?LND CERTIFICATES: 

Possession of the appropriate valid Driver’s License horn the Czlifomia Department of Motor 
Vehicles. 


